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Statement of the Problem 
How much time does a high school principal spend on various 
activities he performs and how do these activities relate to his in¬ 
terpersonal role, informational role and decisional role? 
Purpose of the Project 
The researcher’s purpose for making this study was to analyze 
the time used in performing various activities. Utilizing Henry 
Mintzberg's paradigm "The Manager's Job: Folklore and Fact," the re¬ 
searcher set up a checklist to see how often he performed activities 
that could be identified with Mintzberg's Interpersonal, Informational 
and Decisional roles, along with his designated subroles: figurehead, 
leader, liaison, disseminator, spokesman, monitor, disturbance handler, 
resource allocator and negotiator. 
Findings 
The following data provide information into the use of this princi¬ 
pal's time from February to May: 
1. The Informational role required 57 percent of the researcher's 
time; the Interpersonal role required J>2 percent of the researcher's 
time; and the Decisional role required 11 percent of his time. 
2. Subroles of disseminator, figurehead and monitoring were most 
time-c onsuming. 




1. Approximately three-fourth of the principal’s time was spent 
on activities that involved verbal communication. He had to make much 
use of the telephone, as well as take part in numerous conferences with 
staff, students, parents, area and central office personnel. 
2. Because of the amount of information that had to be shared with 
staff, students, parents, area office and central office, the subrole 
of disseminator was essential in implementing the school program effec¬ 
tively. 
3. Less time was devoted to monitoring activities, i.e. those 
directly related to supervising the instructional phase of the program, 
than to figurehead activities. 
Implications 
1. The issue in time management is hoxv to get more time free to 
act rather than react. 
2. How to spend more time on policy development and other leader¬ 
ship activities and less time focusing on other people’s crises or 
engaging in pointless activity. 
Recommendations 
1. Continual administrative orientation should be afforded princi¬ 
pals in the area of "time management." This could be implemented by the 
board of education as part of its staff development program. 
2. The writer must continue in his thrust to delegate more respon¬ 
sibilities, and use the assistance of others in disseminating materials, 
in order to minimize time devoted to these activities. 
2 
3. This research should be reviewed by other high school principals 
with expectations for future studeis to be made by others, to make them 
cognizant of how their time is utilized. 
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Statement of the Problem 
How much time does a high school principal spend on various 
activities he performs and how do these activities relate to his in¬ 
terpersonal role, informational role and decisional role? 
Purpose of the Project 
The researcher's purpose for making this study was to analyze 
the time used in performing various activities. Utilizing Henry 
Mintzberg's paradigm "The Manager's Job: Folklore and Fact," the re¬ 
searcher set up a checklist to see how often he performed activities 
that could be identified with Mintzberg's Interpersonal, Informational 
and Decisional roles, along with his designated subroles: figurehead, 
leader, liaison, disseminator, spokesman, monitor, disturbance handler, 
resource allocator and negotiator. 
Findings 
The following data provide information into the use of this princi¬ 
pal's time from February to May: 
1. The Informational role required 57 percent of the researcher's 
time; the Interpersonal role required 32 percent of the researcher's 
time; and the Decisional role required 11 percent of his time. 
2. Subroles of disseminator, figurehead and monitoring were most 
time-consuming. 




1. Approximately three-fourth of the principal's time was spent 
on activities that involved verbal communication. He had to make much 
use of the telephone, as well as take part in numerous conferences with 
staff, students, parents, area and central office personnel. 
2. Because of the amount of information that had to be shared with 
staff, students, parents, area office and central office, the subrole 
of disseminator was essential in implementing the school program effec¬ 
tively. 
3. Less time was devoted to monitoring activities, i.e. those 
directly related to supervising the instructional phase of the program, 
than to figurehead activities. 
Implications 
1. The issue in time management is how to get more time free to 
act rather than react. 
2. How to spend more time on policy development and other leader¬ 
ship activities and less time focusing on other people's crises or 
engaging in pointless activity. 
Recommendations 
1. Continual administrative orientation should be afforded princi¬ 
pals in the area of "time management.*' This could be implemented by the 
board of education as part of its staff development program. 
2. The writer must continue in his thrust to delegate more respon¬ 
sibilities, and use the assistance of others in disseminating materials, 
in order to minimize time devoted to these activities. 
2 
3. Tills research should be reviewed by other high school principals 
with expectations for future studeis to be made by others, to make them 
cognizant of how their time is utilized. 
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The principalship in American Schools has existed for more than a 
century. 'The modern public school principalship had its beginning in 
the early high schools about the middle of the 19th century. Designed 
to serve a select few, the high schools were closely patterned after 
their European counterparts, the academy, and the school principal per- 
formed a multitude of duties. In addition to teaching and administer¬ 
ing his school he often served as town clerk, church chorister, official 
visitor of the sick, bell ringer of the church, grave digger, and court 
messenger, and performed other occasional duties. The high school 
principalship predates the elementary school principalship, but both 
developed in response to similar influences."1' 
The typical early organization for education was a one-room school- 
house in which one teacher taught all subjects to students at all levels. 
As cities grew and school enrollments increased, more teachers were added 
and schools expanded. With the development of grading practices and 
departmentalization it became evident that someone in the school building 
had to be responsible for its administration. Thereby, the position of 
principal (i.e., head) teacher was created. The principal was held pri¬ 
marily responsible for pupil classification, for supervision, and general 
administration of individual school units. 
-^Paul Revere Pierce, The Origin and Development of the Public School 
Principalship (Chicago: The University of Chicago Press, 1935)» p. 3 
1 
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Until about 1920 the principal possessed near autonomy. He selected 
teachers, assigned them, controlled the promotional policies and deter¬ 
mined salaries almost completely. Very rarely did the superintendent in¬ 
terfere. Gradually, the autonomy ended as a result of new forms of pre¬ 
paration, certification requirements and with the development of a more 
bureaucratic school system. 
The role of the principal has continually changed from closely re¬ 
sembling the role of a teacher to a role quite different from a teacher. 
The most drastic changes during the 1960's because of many social changes 
that occurred during the 1950*3 and 1960*s. Five major factors have 
influenced the changing role of the high school principal. 
The first factor involved a rapid shifting of population from 
rural to urban areas, during past decades, Recent years have witnessed 
population movement from urban areas to suburban areas. The social dis¬ 
organization of this shifting population has created immense problems 
for the school principal. Many rural families came to the cities lacking 
urban cultural values and employable skills. The schools were expected 
to provide these cultural arid employable skills necessary to adjust to 
urban living. At the same time, a move to suburban areas by wealthier 
families and by industry led to a decreasing tax base of the city. This 
movement resulted in a greater concentration of social and economic 
problems in the inner cities. 
Second, the influx of students during the 1950*s resulting from in¬ 
creased birth after World War II caused overcrowding problems because 
the new facilities were not financed at a pace rapid enough to meet the 
demand. The principal had to devote more time to new building programs, 
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which meant spending less time on other assigned duties. 
Third, automation and scientific discovery have made a tremendous 
impact upon the environnent. While increasing the ease of living, they 
have also created problems for many Americans to gain economic means to 
enjoy this higher level of living. Automation simply reduces the need 
for human labor. Increasing technological advances makes finding a 
job difficult for youths. Autonation then, forces the principal to 
change the curriculum to meet the needs of students to train them to 
cope with automated technology. 
Fourth, student action to gain increased decision-making involve¬ 
ment. Principals, while recognizing the right of students to dissent, 
nevertheless, are concerned about maintaining control. The principal 
of the secondary school often faces a demanding and questioning adoles¬ 
cent society. Adolescents are groping for adult status and resists 
dependency status. This sometimes put their collective value in conflict 
with adult values. Their idols are their peers and not necessarily 
adults. Hence, the secondary principal needs to be skillful in working 
with student and teacher groups to deal with these value conflicts. 
Fifth, teacher action to gain increased decision-making involvement. 
Principals are in the middle between teachers and the centra. 1 adminis¬ 
trative staff, and the role of paternalistic leadership is vanishing. 
Therefore, greater skill is needed which will increase their working 
relationship with teachers. Principals more and more are found in an 
environnent where they no longer hold the balance of power. 
^Charles L. Wood, The Secondary School Principal (Massachusetts: 
Allyn and Bacon, Inc. 1979}"» PP* 10-23. 
4 
The high school principalship is a highly strategic position. The 
principal is faced with a host of problems related to the conduct of an 
educational program; these include the selection, training, and super¬ 
vision of personnel; functions of police security; and relationships 
between the school and community. The problems that he sees and what 
he does about them influence the quality of education received by every 
pupil in his school.^ With the rapid changes in society, the steady 
expansion of knowledge, ever-increasing housekeeping chores, demands 
of central office and the mounting population pressures, the position 
is becoming more and more complex. 
^Ibid., pp. 26-2? 
5 




























Adapted from Mintzberg, HThe Manager's Job: Folklore and Fact/ p.9 
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Evolution of the Problem 
As a high school principal, the writer felt that his time is badly 
allocated because of the many routine activities he performed. 
these multitudinous routine activities have been performed by the prin¬ 
cipal, very little time remains for higher level responsibilities. 
He was concerned with an analysis of how his time is used and how 
it might be used better. Since time is of a premium and needs to be 
rationed, the writer was interested in techniques or plans that would 
enable him to better manage time. 
For example, during a. span of time the writer performed many 
activities. Many activities are performed on a day-by-day basis, while 
others are performed on a monthly basis. Some activities are performed 
in the immediate environment while others take place outside the 
environment. 
Following is a list of time consuming activities performed at school: 
(1) answered the telephone? (2) conferences with parents, teachers, pupil, 
resource personnel, various salesmen, community persons; (3) drafted 
letters, memoranda, completed student college applications and signed 
student permanent record cards; (4) conducted staff meetings; (5) completed 
monthly reports; (6) approved all school invoices; (7) attended PTA Council 
meetings; (3) attended assembly programs; (9) approved ISP’s for excep¬ 
tional programs; (10) approved receiving reports; (11) approved supply 
requisition forms; (12) attended special Task Committee (Evaluation) Meet¬ 
ings; (13) approved free lunch cards; (14) handled discipline problems; 
(15) completed application for accreditation; (16) completed Southern 
Association Staff evaluation report; (17) completed Civil Fights Survey; 
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(18) approved receiving reports} (19) approved grocery orders; (20) 
attended community council meetings; (21) checked mail; (22) partici- 
pated in fire drills and disaster alert drills; (23) approved all fund 
raising projects; (24) approved principal's monthly reports; (25) ap¬ 
proved payroll sheets; (26) completed materials for Research and Eval¬ 
uation; (27) completed weekly schedule; (28) attended Curriculum Coun¬ 
cil Meetings; (29) attended Title I PAC Meetings; (30) observed class¬ 
rooms. 
Those activities which took place away from the school were as 
follows: (l) principal's monthly meetings; (2) all day workshop on 
decision making; (3) half day work with special Task Committee (Eval¬ 
uation); (4) Superintendent's Luncheon; (5) all day workshop on Eval¬ 
uating new teachers; (6) attendance at all athletic and extra curricular 
scheduled activities; (7) all day workshop on Discipline guidelines; 
(8) half day meeting on State Standards; (9) all day workshop on minimum 
skills; (10) New teacher orientations. 
The writer was well aware of the fact that all of these activities 
are important, but they demand a great deal of time. Therefore, in 
order for him to be effective, he had to adjust to the many role changes 
required to fulfill his obligations. 
He was further reminded of the fact that he is held accountable for 
good performance from his students. In reality, supervision of the 
instructional phase of the program is often-times delegated, to others 
to manage. 
In talking with other principals, the writer found that they too are 
faced with this problem 
8 
Purpose of the Research 
The purpose of this research is to take a serious look at the 
amount of time one high school principal spends on the variety of ac¬ 
tivities performed by him and prepare tentative alternatives. 
Specific questions the researcher sought answers to are as follows: 
1. How is the high school principal's time used? 
2. To what roles can these activities be related? 
3. How time consuming are these activities? 
4. How time consuming are these roles? 
5. How can situations needing improvement be restructured? 
Statement of the Problem 
How much time does a high school principal spend on various 
activities he performs and how do they relate to his interpersonal role, 
informational role, and decisional role? 
Scope of the Research 
This study is structured as action research, i.e., a case study 
limited to activities performed by only one high school principal during 
the months from February to May of one school year, 
As such, it is exploratory. Similar type studies by other high 
school principals will be necessary to generalize the value of such a 
project. 
Procedure 
From February to May the writer kept a daily log of each day's 
activities, A time schedule vas set up so that activities performed 
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within a fifteen (15) minute time frame at the beginning of each working 
hour were logged. (Appendix A). 
At the end of each week, the writer compiled all activities into 
the following roles and subroles. (Appendix B). 
1« Interpersonal (Figurehead, Leader, Liaison) 
2. Informational (Monitor, Disseminator, Spokesman) 
3. Decisional (Disturbance Handler, Resource Allocator, Negotiator) 
At the end of each month, the writer compiled all activities into 
the same roles and. subroles. (Appendix C). 
The writer summarized all activities and roles performed during the 
time of this project. This analysis provided data, for possible restruc¬ 
turing . The writer kept a task priority sheet. (Appendix D). 
The model for assigning activities is taken from Henry Mintzberg. 
"Hie Manager’s Job: Folklore and Fact." As found in dueck, William F. 
and Jauch, Lawrence R. The Managerial Experience: Cases, Exercises and 
Readings.^ 
The writer adopted the pattern and procedures set up by Juanita B. 
Hatcher, "An Analysis of Various Activities Performed by an Elementary 
Principal."2 
1Henry Mintzbepg. "The Manager’s Job: Folklore and Fact." In 
dueck, William F. and Jauch, Lawrence R. The Managerial Experience: 
Cases, Exercises and Readings. (Hinsdale, IL: The Dryden Press, 1977)» 
p. 9. 
p 
Juanita B. Hatcher, "An Analysis of Various Activities Performed 
by an Elementary Principal," (Education Specialist Degree Ihesis, Atlanta 
University, 1979), pp. 2/^32. 
Définition of Terms 
1. Figurehead role. By virtue of his position as head of an orga¬ 
nisational unit, every manager must perform some duties of a ceremonial 
nature. The writer performs this role by attending principal's monthly 
meetings, approves receiving reports and approves payroll sheets. 
2. Leader role. Because he is in charge of an organizational unit, 
the manager is responsible for the work of the people of that unit. 
Class assignments of daily supply teachers, monthly faculty meetings, 
conféré rices with teachers, cafeteria staff, custodial staff and students 
were actions that constituted this role for the writer. 
3. Liaison role. Role in which the manager makes contacts outside 
his vertical chain of command. Conferences with coordinator of Title I, 
Exceptional Children's Program and language Arts, attended Central Office 
meeting on staff reduction policy were activities performed by the writer. 
4. Monitor role. The manager perpetually scans his environment 
for information, interrogates his liaison contacts and his subordinates, 
and receives unsolicited information, much of it as a result of the net¬ 
work of personal contacts he has developed. The writer completed this 
role by attending school assembly programs, toured buildings and grounds 
and made classroom observations. 
5. Disseminator role. The manager passes some of his privileged 
information directly to his subordinator. Weekly schedule, quarterly 
plan of operations report, compilation of school objectives were activities 
the writer completed in his disseminator role. 
6. Spokesman role. The manager sends some of his information to 
people outside his unit. In addition, every manager must inform and 
10 
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satisfy the influential people who control his organizational unit. 
The writer was involved in conferences with parents, teachers, students, 
coraniunity patrons and area-central office conferences to complete the 
spokesman role. 
?. Disturbance handler role. This role describes the manager as 
the involuntary initiator of change. The writer was involved in con¬ 
ferences with students about behavior problems, visits from parents 
concerning pupil behavior, court appearances for "outsiders" in his 
role of disturbance handler. 
8. Resource Allocator role. The manager decides who will get 
what in his organizational unit. The writer approved school invoices, 
receiving reports, supply requisitions, lunch cards and job cards to 
carry out the resource allocator role. 
9. Negotiator role. The negotiator role is one in which the man¬ 
ager works with others in seeking solutions to various issues. Managers 
spend considerable time in negotiations. The writer was involved in 
two (2) grievance conferences, with several buyers in the purchasing 
department, conferences with department chairpersons and held conferences 
with the custodial staffs. 
■^Adapted from Mintzberg, "The Managers Job: 
pp. 10-15. 
Folklore and Fact," 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
The related literature is divided into three sections. The first 
section deals with information pertaining to roles and subroles of prin¬ 
cipals. The second section focuses on time dimensions as addressed by 
some of the experts. The third section deals with similar studies made 
in this area. 
Roles and Subroles 
The role of the high school principal has expanded to include many 
subroles. The approach has shifted from an autocratic directorship to 
one of a more democratic (participatory) method, wherein the principal 
acts as coordinator of many activities centering around the high school. 
George B. Brain states that as leader in his school, the principal 
is responsible for providing the leadership that results in establishing 
common goals for the entire school staff. Further, he is responsible 
for leading not only his teachers but the entire staff. His responsi¬ 
bilities run to all areas that relate to the educational program, includ¬ 
ing the instructional program and process, administration of physical 
facilities, scheduling, personnel and i-elations with staff, pupil per¬ 
sonnel, business management and community relations.-1- 
It is the opinion of George B. Brain that the major tasks of school 
principals are to facilitate learning, develop staff and programs.^ 
-^George B. Brain, Increasing Your Administrative Skills in Dealing With 
the Instructional Program (Englewood Cliff's : Prentice-Hall, 1970) , p. 80. 
^Ibid.t p. 81. 
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3ut few principals concentrate on education. Instead, their attention 
is most often diverted to other problems that have little direct con¬ 
nection with the instructional program. The majority of these problems 
appear to be related to situational events over which the principal has 
little or no control. Most principals said that their time, energy, 
and interests were devoted to tasks only remotely related to teaching. 
According to George Qdiome, principals frequently find themselves 
parceled out in so many different directions, responding directly to 
so many requests of others, that the important tasks do not get done, 
or get done inadequately. They become so involved in activity they 
lose sight of why they are doing it, and the activity becomes a false 
goal, and end in itself. Odiorne calls this the "activity trap."l 
Minzey and LeTarte state that the principal who involves the ser¬ 
vices of teachers, pupils, parents, citizens of the community, and 
other supervisors to share with him the responsibilities of school admin¬ 
istration is not demonstrating the inability to handle the job alone, but 
is showing a wise understanding of the better ways to organize and ad- 
2 
minister a school program. 
Barrett and Yoder emphasize that supervision, if it is to achieve 
its purpose of improving instruction, must provide: 
1. Practice in learning to communicate effectively, as well as de¬ 
termining the type of administrative structure that best promotes open 
"S 
George Qliorne, Management and the Activity Trap (New York: Harper 
and Rowe, 1974), p. 6. 
2 
Minzey, Jack D. and LeTarte, Clyde, Community Education: From 
Program to Process (Michigan: Pendell Thiblishing" Co'.," 1972), pp. 16-17. 
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communication in all directions. 
2. Establish a working climate in which each teacher and student 
has a feeling of self~worth. 
3. Establish school organizational structures that reduce con- 
flic t.1 
Linder states that principals often-times find themselves making 
more business decisions. Most are tied down to the office unable to 
get out to visit classrooms filling out forms, approving purchases, 
dealing with discipline problems, checking mail, surveys, faculty and. 
student attendance, distribution of materials and unscheduled conferences. 
If the principal were to be relieved of these duties, then he would 
have more time to work on such things as teaching techniques, cooperative 
planning, individualizing instruction, revising programs, knowing chii- 
2 
dren's needs and providing for teachers needs. 
Leveme A. Barrett and Edgar P. Yoder, "Are You An Administrator 
or a Leader," National Association of Secondary School Principals 
Bulletin (December 19$0): 6>4. ~ 
p 
Ivan H. Linder, Secondary School Administration (Ohio: Charles E. 
Merrill Books, Inc. 196~J,?p. 134-13^. 
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Management of Time 
In any medium-sized to large school, the organization and manage¬ 
ment of the principal’s office has many of the problems of a well- 
organized business or industrial officej at the same time the require¬ 
ments and influence of the principal’s office on the whole organization 
has unique features. To begin with, when the daily transactions of 
the school staff and students along with those of the public and the 
parents are considered, the high school office is ordinarily the center 
of more contacts than a business or industrial office with a larger 
clerical staff. Supplying simple information to a stream of callers or 
by telephone, keeping adequate records, handling transactions involving 
correspondence, the preparation of reports, and the management of ap¬ 
pointments all require a systematic organization of the office if these 
are to be performed with dispatch and in a manner to properly influence 
the tone of the school organization. 
The management of time is one area in which principals must possess 
expertise. They are constantly complaining about insufficient time to 
perform their duties sufficiently. Because of this lack of time, princi¬ 
pals often issue incomplete instructions hurriedly. Such instructions 
cause the people on the receiving end to question the procedure and rules. 
Misunderstandings develop which in turn cause more time and paper work.1 
Principals spend a great deal of their time reacting to problems of 
others. The issue in time management is how to get more time free to 
1Edwina Woodward Hill, "A Model Management System for Elementary 
School Principals," (Education Specialist Degree Thesis, Atlanta University, 
1977), P.12. 
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act rather than react, how to spend more time on policy development and 
other leadership activities and less time focusing on other people's 
crises or engaging in pointless activity. The issue the principal must 
confront is not how to get more time, but rather how to spend more time 
on those things that are most important.^ 
According to Wiles and Bondi how principals prefer to spend time 
is different from how they think they spend time, because few people 
can always spend their professional or personal time exactly as they 
want. 
The most surprising thing is that how principals perceive they are 
actually spending time invariably reveals a disparity. Principals are 
not only unable to spend time the way they most desire, they are not 
2 
even aware of how they really are using time. 
■^Michael J. Sexton and Karen Switzer, "The Management ladder," The 
Education Digest (November,„ 1978): 34. 
2 Jon Wiles and Joseph Bondi, Supervision A Guide to Practice 
(Columbus, Ohio: Charles E. Merrill, Inc., 1980), pp7 32-*36« 
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Table l 
Allocation of Time for a Typical Work Week 
Area of Responsibility Do spend time Should spend time 
School Management 1 3 
Personnel 2 2 
Student Activities 3 4 
Student Behavior 4 7 
Program Development 5 1 
District Office 6 9 
Planning 7 5 
Community 8 8 
Professional Development-1- 9 6 
A rank of 1 indicates the greatest amount of time; a rank of 9 
indicates least amount of time. The results illustrate how a typical 
principal allocates his time. The area of program development ranked 
highest among the 9 alternatives in the way high school principals felt 
they should spend their time. Personnel management and student activ¬ 
ities were ranked second and third respectively. Of particular interest 
is that four of the top five rankings in both columns are the same. 
Generally speaking, principals actually spend most of their time on the 
areas they think they should, but in different order in terms of amount 
1 
David R. Byrne, Susan A. Hines and Lloyd E. McCleary, The Senior 
High Prlneipalship, (Volume I: The National Survey, 1978), p. 20. 
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of time spent. In the 1965 study the three most time consuming activities 
were administrative planning, student activities, and staff development; 
in the 1977 study they were school management, personnel management and 
student activities,1 
According to Eric Webster, an average manager's problem will be to 
reduce interruptions by about 50 percent, reduce the time spent on phone 
calls by 50 percent, and on correspondence by 30 percent, double that 
time allotted for planning and thinking, and budget at least half an 
2 
hour daily which he keeps free to think about nothing in particular. 
Studies On Roles And Time Management 
The processing of information is a key part of the manager's job. 
Mntsberg cites two British studies by researcher Rosemary Stewart, in 
which it was found that managers spent an average of 66 percent to 80 
percent of their time in verbal (oral) communication. Mintzberg in his 
study of five (5) American executives found the figure to be 78 percent. 
These five (5) executives treated mail processing as a burden to be 
dispensed with. An analysis of the mail revealed that only 13 percent 
was of specific and immediate use.^ Seventy (70) percent of their in¬ 
coming mail was purely informational as opposed to requests for action.^ 
^Ibid., p. 21. 
^Eric Webster, "Need More Time? "Here's 'Where to Find It.," 
Leadership on the Job: Guides to Good Supervision (New York: American 
Management Association,' 1966, p. 245. 
%intzberg, "The Manager’s Job: Folklore and Fact," pp. 6-7. 
4Ibid.. p. 11. 
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Hatcher's case study of her own activities followed the role para¬ 
digms suggested by Mintzberg. She found that her time in these role 
categories was largely used up in informational and interpersonal ac¬ 
tivities, with decisional activities running a low third.1 
Hill approached the problem in a somewhat different manner. She 
set forth an MM) model as a guide for restricting her time. She found 
that individual staff members, committees, leadership team, parents 
and volunteers performed many of the duties that had previously been 
done by the principal. There was about a sixty-six percent increase 
9 
in the time that she could supervise the instructional program. 
Wolcott in his celebrated work, The Man In The Principal's Office, 
carried out an extensive ethnographic study of a single elementary 
school principal attempting to discover the activities actually engaged 
in. Over a full year span, he examined every facet of this individual's 
activity. He found the principal spending the majority (75 percent and 
above) of time in verbal (oral) communication.^ 
Hatch in "A Study of the Leadership Ability of Negro High School 
Principals," (unpublished Doctor of Education Research Study, Colorado 
State College, Greeley, Colorado, 1964)» which was a two year study, 
made these conclusions. Re-affirms the importance of the situational 
approach in the study of leadership. Evidence was presented that 
■'"Hatcher, op. cit., p. 35» 
2 
Hill, op. cit., pp. 43~A4• 
%arry F. Wolcott, The Man In The Principal's Office (New York: 
Holt, Rinehart and Winston, Inc., 1973)» pp. 17&-191^ 
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leadership ability cannot be studied without reference to the situation 
in which the leader functions. Further, data supports the point of 
view that it is not possible to consider men who hold leadership posi~ 
tions as leaders because some men in these positions function merely 
as head men (figureheads).1 
Studies conducted over the years in a variety of management settings 
have consistently revealed ten (10) common sources of management time 






The effective school executive organizes time so all the important 
things get done by those best suited by disposition, training, interest, 
and availability. Skills in delegation and time management are basic 
to this.2 
McIntyre (1974) lists eight key responsibilities of a principal: 
1. Develop school unit goals and objectives to guide instruction. 
2. Allocate staff personnel to accomplish instructional goals. 
3. Allocate time and space to accomplish instructional goals. 
4. Develop and utilize materials, eouipment, and facilities to 
accomplish instructional goals. 
5. Coordinate supporting norv-instructional services to accomplish 
instructional goals. 
6. Procrastination 
7. Fire - fighting 
8. Special requests from others 
9. Delays by others 
10. Reading 
Robert Herman Hatch, "A Study Of The Leadership Ability of Negro 
High School Principals," (unpublished Doctor of Education Research Study, 
Colorado State College, 1964), pp* 75-76. 
2Samuel Goldman, The School Principal (Mew York: The Center For 
Applied Research in Education, Inc'. , 19667, p. 79. 
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6. Develop school-community relations to accomplish instructional 
goals. 
7. Develop in-service training programs to improve instruction. 
8. Assess the needs of the school unit and evaluate the processes 
and products of instructions in order to improve instruction.1 
When one accepts the principalship (Cuban, 1976), he assumes respon- 
p 
sibilies for planning, organizing and goverance. 
English states that no administrator can individually administer all 
the educational processes delegated to him. Consequently he must select 
qualified personnel to help him to fulfill adequately the obligation of 
his position.^ 
The review of the literature indicates that the principal is ulti¬ 
mately responsible for what goes on in and around the school, but this 
does not imply that he must personally perform all of the management and 
leadership activities. 
Basically, research says that if the principal is to spend time as 
intended and be effective, he must; hare the ability to delegate: must 
have capable assistant principals; faith in competence of others; and 
concentrate upon priority goals. 
There are basic skills involved in making time work for oneself. 
Such skills can be learned, improved and mastered. As a principal, one 
can begin to master the clock. Fox and Schwartz list the following 
^Kenneth E. McIntyre, Administering and Improving the Instructional 
Program. (Englewood Cliffs, New Jersey: Pre'ntic&-Hall Inc., 1974)» pp. 159-163. 
2Larry Cuban. Urban School Chiefs Under Fire. Chicago: (The Univer¬ 
sity of Chicago Press, 19%), p. 97. 
^Fenwick IV. English. School Organisation and Management. (Belmont: 
Wadsworth Publishing Company/ 1975), p. 120." ' 
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activities basic to efficient utilization of time: 
1* Analyzing the use of time  Make a diary or log of daily 
activities. Indicate the time, length, location and description of 
the activity. 
2. Planning time  Take at least a few minutes each day to list 
the things that you plan to do the next day. Each day thereafter as a 
task is completed, cross it off the list. 
3. Setting priorities  Those tasks that are absolutely es¬ 
sential to the work of the day, or the plans for the future should be 
done first. Following these should be tasks that are least urgent but 
will require attention some time during the day. All other tasks are 
to be performed as time permits. 
4. Delegating ~— Check the planning list and delegate all those 
items that can be assigned to others. Delegate authority along with 
the responsibility. Inform the faculty of this. Periodically check 
progress. 
5. Concentrating on the problem at hand  Determine which items 
on the planning list require the roost concentration and work on them 
when you are at your peak. Force yourself to be decisive by deciding 
to handle each item that requires a decision but once. 
6. Deadlining  Assign a realistic deadline to each task. When 
it is not met, try to determine the reason. 
It is interesting to note that authorities agree that the most ef¬ 
ficient principals are not usually the busiest ones.'*' 
^Milliard Fox and Alfred Schwartz, Managerial Guide for School Prin- 
cipals (Columbus, Ohio: Charles E. Merrill, Inc., 1975), P» 6l. 
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However, the following data, provides information into the real 
use of this principal’s time from February to May, 1981 as compared vdth 
Hatcher’s data from September to December, 1979. 
CHAPTER III 
Methodology and Description of Activities 
Methodology 
From February to May the writer kept a daily log of each day's 
activities. A time schedule was set up so that activities performed 
within a fifteen (15) minute time frame at the beginning of each 
working hour were logged. (Appendix A). 
At the end of each week, the writer compiled all activities into 
the following roles and subroles. (Appendix 3). 
1. Interpersonal (Figurehead, Leader, Liaison). 
2. Informational (Monitor, Disseminator, Spokesman). 
3. Decisional (Resource Allocator, Disturbance Handler, Negotiator). 
At the end of each month, the writer compiled all activities into 
the same roles and subroles. 
The writer summarized all activities and roles performed during the 
time of this project. This analysis provides data for possible restruc¬ 
turing . 
this paper "roles" are used in relation to organized sets of behaviors 
identified with position. He was concerned with activities related to 
Description of Activities 
Using Henry Mintzber-g's article "The Manager's Job: Folklore and 
Fact"-*- as a guide, the writer put his activities into three roles. In 
Folklore and Fact,” p. 9 
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his interpersonal role and its subroles of figurehead, leader, liaison; 
his informational role and its subrole of monitor, disseminator, spokes¬ 
man; as well as, his decisional role and its subroles of resource allo¬ 
cator, disturbance handler, and negotiator. 
As a figurehead, the writer, identified and performed the following 
activities: principal’s monthly meeting, workshop on decision-making, 
approved receiving reports, approved payroll sheets, approved principal's 
monthly report, approved special education monthly report, and P.T.A. 
Council Meeting. 
As a leader, the writer assigned daily supply teachers, held con¬ 
ferences with Exceptional Children's Teams, held conferences with Title I 
Teams, conducted monthly faculty meetings, held meetings with custodial 
staffs, held meetings with the cafeteria staff, held meetings with Cur¬ 
riculum Council, and developed plans for commencement activities. 
As a liaison, the writer conferred with coordinator and/or Director 
of Exceptional Children's Program, Title I Program and Language Arts, 
attended central office meeting on staff reduction policy, called Envi¬ 
ronmental Services Department to verify overtime pay for two custodians, 
talked with the assistant area superintendent about athletic director's 
reouest for transfer. 
As a monitor, the writer observed classroom activities, attended 
school assembly programs, toured buildings and grounds, attended all 
extracurricular activities, conducted monthly fire drills as well as 
disaster drills. 
As a disseminator the writer completed the Civil Rights Survey; com¬ 
pleted the weekly schedule; compiled school objectives; completed the 
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Southern Association Staff Evaluation Report, the Quarterly plan of 
operations report, the quarterly newsletter to parents, the teacher 
class loads report to area office, and the plans for Commencement Ac¬ 
tivities. 
Activities the writer engaged in as a spokesman included telephone 
calls; and meeting with teachers, parents, students and community 
patrons. Office conferences were held with teachers, pupils, resource 
personnel, various salesmen and community persons. 
Activities engaged in as a disturbance handler were conferences 
with pupils with behavior problems, visits from parents concerning 
pupil behavior, court appearances for "outsiders’* and conferences with 
paraprof es sionals. 
Such activities as approving school invoices, receiving reports, 
supply requisitions, lunch cards, job cards, carried out the subrole 
of resource allocator activities. 
As a negotiator, the writer was involved in two grievance confers 
ences, conversed with several buyers in the purchasing department, con¬ 
ferences with teachers pertaining to agreed-upon objectives monthly, 
conferences vfith department chairpersons, conferences with custodial 
staffs, met with P.T.S.A. Executive Committee, met with school photo¬ 
grapher, met with class ring representative, met with yearbook repre¬ 
sentative, met with graduation cap and gown representative, met with 
travel agent representative to plan senior trip, met with graduation 
committee to plan commencement programs and met with cafeteria staff to 
plan annual principal’s reception. 
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Each activity performed by the writer during the day was classified 
as to its specific role and subrole. 
Specific questions the writer sought answers to are as follows: 
1. How is the high school principal's time used? 
2. To what roles can these activities be related? 
3» How time consuming are these activities? 
4. How time consuming are these roles? 
5. How can situations needing improvement be restructured? 
February 1981 was set as the beginning month for collecting data. 
CHAPTER IV 
ANALYSIS 
The purpose of this chapter is to present and interpret data 
collected for this study. 
As stated previously, the purpose of this study was to take a 
look at the amount of time a high school principal spends on the number 
of activities performed by him. 
Table 2 shows that there was a fluctuation in time spent performing 
various roles, during each month of this project. Figure 2 shows a 
relationship of these various roles. 
During the month of February, 314 minutes (21 percent) were used 
for interpersonal matters, while informational affairs involved 2,472 
(65 percent) and decisional matters, 544 minutes (14 percent). 
The writer utilized the largest percent of his time executing the 
informational role. 
March shows that interpersonal responsibilities required 1,642 min¬ 
utes (39 percent), informational affairs required 2,076 minutes (48 per¬ 
cent) and decisional matters, 522 minutes (13 percent). Again, a large 
percentage of time was spent performing the informational role. 
April found the writer using 1,565 minutes (75 percent) performing 
interpersonal matters, 378 minutes (18 percent) on informational respon¬ 
sibilities and 153 minutes (7 percent) for decisional affairs. Emphasis 
this month shifted to the interpersonal role. 
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TABLE 2 
*Time Expressed in Minutes 
MONTHLY TIME MATRIX* 
MONTHS 
INTERPERSONAL ROLES 
Leader Liaison Figurehead 
INFORMATIONAL ROLES 
Monitor Disseminator Spokesman 
DECISIONAL ROLES 
Allocator Disturbance Negotiator 
Handler 
February 244 110 460 850 1358 264 270 19B 76 
Total 814 - 13 hrs. 56 minutes 2472 - 41 hrs. 20 minutes 544 -9 hrs. 6 minutes 
March 234 100 1308 824 1116 136 118 322 82 
Total 16/42 - - 27 hrs. 36 minutes 2076 - 35 hrs. 522 - 9 hrs* 
April 140 25 1400 50 310 18 95 42 16 
Total 1565 - - 26 hrs. 8 minutes 378 - • 6 hrs. 3 minutes 153 - 2 hrs. 55 minutes 
May 238 60 46 906 1360 460 74 86 116 
Total 344 - 6 hrs. 13 minutes 2726 - 45 hrs. 43 minutes 276 - 5 hrs. 
Sub 
Total 856 295 3214 2630 4144 878 557 648 290 
af 
/o 19.6 6.7 73.6 34 54 12 37.2 43.3 19.4 
Grand 
Total 4365 7652 1495 




For May, 344 minutes (10 percent) were spent on interpersonal 
matters, while informational matters took 2?26 minutes (82 percent) and 
decisional affairs involved 276 minutes (8 percent). Again, he spent 
most time on information. 
Analysis of Table 3 shows the researcher giving a great percent of 
his time to specific subroles. Figures 3, 4, and 5 show relationships 
of various subroles. During February, the following was noted: Dis¬ 
seminating took 1358 minutes (35 percent); monitoring, 850 minutes 
(22 percent); Figurehead matters required 460 minutes (12 percent). 
March reveals about the same analysis as February. Disseminating 
affairs involved 1H6 minutes (26 percent); Figurehead matters, 1308 
minutes (31 percent); Monitoring, 824 minutes (19 percent); 
April shows a shift in subrole emphasis. Figurehead affairs re¬ 
quired 1400 minutes (67 percent); Disseminating matters, 310 minutes 
(15 percent); and 140 minutes (7 percent) as leader. 
For May, 1360 minutes were spent on Disseminating activities 
(41 percent); Monitoring matters involved 906 minutes (27 percent); and 
leadership responsibilities, 238 minutes (7 percent). 
The researcher has dealt only with the three subroles that involved 
most of his time from February to May, Specific activities in each 
subrole that contributed to time consumption will be discussed next. 
Table 4 reveals the following data as gathered from this research. 
Disseminating was the most time-consuming subrole performed by the 
researcher, during the month of February. Several factors which con¬ 
tributed to this were as follows: 
TABLE 3 
PERCENT OF TIME USED TO PERFORM SUBROLES 
SUBROLEo 
Feb. March April M4y  Feb. March April May 






























Total 814 1,642 “1,565 344 2l 39 75 10 
Informational 
Monitor 850 824 50 906 22 19 2 27 
Disseminator 1,358 1,116 310 1,360 35 26 15 a 
Spokesman 264 136 18 460 7 3 1 14 
Total 2,472 '2,076  378 2,726 ~w “i§H 82 
Decisional 
Allocator 270 118 95 74 7 3 5 2 
Disturbance Handler 198 322 42 86 5 8 2 3 
Negotiator 76 82 16 116 2 2 1 3 
Total 544 
”!S2~. 
153 ~“S76~“ 14 13 7 8 
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TIME RELATIONSHIPS OF THE DECISIONAL SUEROLES 
February March April May 
Figure 5 
Legend : 
Allocator   
Disturbance Handler ooooooo 
Nego tia tor ++++++ 
TABLE 4 
WEEKLY TIME MATRIX 
WEEKS 
INTERPERSONAL ROLES 
Leader Liaison Figurehead 
INFORMATIONAL ROLES 






1st 64 30.5 130 224.10 369.10 78 88.5 40.0 19 
2nd 6l 28.5 n5 200.00 300.00 60 60.5 41.0 28 
3rd 59 26.5 135 234.10 339.05 60 62.5 60.0 12 
4th 60 24.5 80 191.8 349.04 66 58.5 57.0 17 
Total 244 no 460 850 1358 264 270 198 76 
March 
1st 50 30 341 212 279 42 29.5 86.08 16.5 
2nd 67 22 300 200 200 30 25.5 80.00 24..5 
3rd 53 25 340 195 319 28 27.5 75.00 15.9 
4th 64 23 327 217 318 36 35.5 80.20 25.1 
Total 234 100 I3O8 824 ni6 136 ns 322 82 
April 
1st 30 6.50 285 10.5 80.5 4.5 23.75 8.5 3 
2nd 40 6.00 290 14.10 70.5 4.10 23.OO 12.5 5 
3rd 37 5.09 405 9.5 81.5 4.22 24.05 14.5 5 
4th 33 6.06 420 15.9 77.5 5.18 23.75 6.5 3 
Total 140 25 1400 50 310 18 95 42 16 
May 
1st 58.5 10 11.5 220.5 339 no 18.4 20.5 28 
2nd 60.5 21 n.o 232.5 335 123 18.10 22.5 2? 
3rd 59.0 9 12.5 220.9 345 117 18.8 19.5 31 
4th 60.0 20 n.o 232.10 341 110 18 23.5 30 
Total 238 60 46 906 1360 460 74 86 n6 
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Return of staff from winter holidays, early part of new quarter, 
winter break, and schedule adjustments for students and staff. The 
educational quarter system implemented in the Atlanta Public Schools, is 
in effect, like the beginning of the school year, especially at the high 
school level. 
The month of May revealed the greatest time increase in this area. 
The writer feels that this increase was due to the numerous requests 
made of principals near the close of the school year. It is during this 
time of year that principals are required to: review course offerings 
for the ensuing year, review staff needs for the ensuing year, secure 
purchase requisitions, annual inventory, plan for commencement activities. 
The writer also attended many principal meetings. 
Responsibilities requiring dissemination began to level off in March 
and by April had decreased significantly. The researcher feels that 
daily restructuring helped. Student scheduling and staff adjustments 
had been completed and key personnel were given information to dissemi¬ 
nate. 
However, for many of the reasons mentioned for February and March, 
duties requiring dissemination increased during May. 
Activities related to the figurehead subrole required the next largest 
portion of the writer’s time. The writer feels that this was due to the 
following reasons: attendance at workshops, completing monthly reports, 
attendance at principal meetings, purchase requisition forms, free lunch 
applications, payroll sheets and receiving reports. 
The next largest percent of the writer’s time was involved with mon¬ 
itoring activities. At the beginning of each quarter, it was most 
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important for the writer to be visible throughout the buildings, observ¬ 
ing pupil behavior, classroom organization management and methods of 
instruction. Also, securing daily supply personnel. This is a very 
crucial time for getting the quarter off to a good start. 
Conferences with parents, teachers, and students, as well as fire 
and disaster drills were additional activities performed. 
The subroles of spokesman and disturbance handler required some of 
the writer’s time during February, March and May. This could easily have 
been the result of change in assistant principal and parental conferences 
pertaining to students’ attendance and suspension conferences. 
Time spent on subroles as resource allocator, liaison and negoti¬ 
ator required only a small amount of the writer’s time. The researcher 
found it necessary to negotiate for the following reasons: with main¬ 
tenance services to get heat and air for buildings, environmental ser¬ 
vices to get custodial workers, two grievance conferences and to get 
instructional materials. 
CHAPTER V 
SUMMARY, FINDINGS, CONCLUSIONS 
IMPLICATIONS, DISCUSSION, AND RECOMMENDATIONS 
Summary 
The management of time is one area in which principals must possess 
expertise. They frequently complain about insufficient time to perform 
their duties sufficiently. 
The researcher’s purpose for making this study was Ms concern with 
an analysis of how his time is used and how it might be used better. 
After reading, "The Manager’s Job: Folklore and Fact" by Henry Mintzberg, 
the writer decided to use the division of activities developed by 
Mintzberg as a guide. 
From February to May the writer kept a daily log of each day’s 
activiti.es. A time schedule was set up so that activities performed with¬ 
in a fifteen (15) minute time frame at the beginning of each working hour 
were logged. 
At the end of each week., the writer compiled all activities into 
three roles and nine subroles namely: 
Interpersonal role — figurehead, liaison, leader subroles. 
Informational role — monitor, disseminator, spokesman subroles. 
Decisional role — resource allocator, disturbance handler, 
and negotiator subroles. 
Time spent on performing each role and subrole was expressed in 
minutes on weekly as well as monthly time matrixes. These records gave 
the writer some indication as the amount of time required to perform 
various responsibilities related to the roles and subroles. The writer 




The writer also made use of a task priority sheet. Each task to 
be completed was listed and prioritized for the day it was to be com¬ 
pleted. This procedure assisted him in setting goals and establishing 
priorities supporting these goals. 
A summarization of activities, roles, and subroles performed during 
this project provided data for possible restructuring. 
Findings 
The following data provide information into the use of this principals 
time from February to May: 
1. During the month of February, (21) percent of his time was de¬ 
voted to the Interpersonal role. Sixty-five (65) percent of the time was 
used on the Informational role. Fourteen (14) percent of the time was 
devoted to performing the Decisional role. 
2. During March, the Interpersonal role used 39 percent of his time. 
The Informational role required 48 percent of the time. The Decisional 
role consumed (13) percent of his time. 
3. April found the writer using seventy-five (75) percent of his 
time performing the Interpersonal role. Eighteen (18) percent of the 
time was devoted to the Informational role. Seven (7) percent of the 
writer’s time was required for the Decisional role. 
4. For May, 10 percent of the writer’s time was spent on the 
Interpersonal role. Eighty-two (82) percent of his time was devoted to 
the Informational role. The Decisional role required eight (8) percent 
of the time 
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5. Disseminating was the most time-consuming subrole performed by 
the writer during February and May. The percent of time was 35 and 41 
respectively. 
6. March and April found the writer spending most of his time on 
the figurehead subrole. The percent of time was 31 and 67 percent of 
time respectively. 
7. Monitoring was the third largest time-consuming subrole. 
8. The subroles of spokesman, disturbance handler required 7» 3» 14 
and 5, 8, 3 percent of the writer’s time during February, March and May. 
9. Time spent on subroles of resource allocator, liaison and nego¬ 
tiation required only a small percent of the writer’s time. 
10. The least amount of the writer’s time was spent on the liaison 
and negotiator subroles. 
Conclusions 
The writer agrees with Mintzberg’s statement that a manager’s job 
operates under myths that do not bear up under careful, scrutiny of the 
facts that managers are reflective systematic planners. As a matter of 
fact, studies show that managers are sturdy hard workers involved with a 
variety of activities with very little or no cohesion. Records show that 
action activities and not reflective activities are what managers are 
oriented to.1 
1. Seventy-five percent of the writer’s time was spent on activities 
that involved verbal communication. He had to make use of the telephone, 
for as well as take part in numerous conferences with staff, students, 
^Mintzberg, op, cit., p. 4 
parents, area and central office personnel. 
2. Dissemination was one of his most time-consuming subroles. This 
is true because of the amount of information that had to be shared with 
staff, students, parents, area and central offices. Further, this ac¬ 
counted for the large percent of time utilized by the Information role. 
3. Less time was devoted to monitoring activities, i.e., those 
related to supervising the instructional phase of the program, than to 
figurehead activities. 
4. The researcher must continue in his thrust to delegate more 
responsibilities, and use the assistance of others in disseminating mate¬ 
rials, in order to minimize time devoted to these activities. 
The principal spent a great deal of his time reacting to problems 
of others. The issue in time management is how to get more time free to 
act rather than react, how to spend more time on policy development and 
other leadership activities and less time focusing on other people's 
crises or engaging in pointless activity. The issue the principal must 
confront is not how to get more time, but rather how to spend more time 
on those activities that need his attention. 
The following are structural changes introduced after having begun 
this study: 
1. The new assistant principal is coordinating staff absences and 
assigning daily supply teachers. 
2. The assistant principal is coordinating student activities, build¬ 
ing management, school objectives-management and certain staff meetings. 
h3 
3. The secretary is accountable for screening telephone calls, mail, 
and scheduling conferences. 
4. The secretary is accountable for receiving weekly lesson plans 
for distribution to department chairperson and writing follow-up memo¬ 
randums. 
5. The secretary keeps a record of all materials ordered, date 
received, date issued, and records fund from which purchase was made. 
6. The Curriculum Council is responsible for the development of 
curriculum development—objectives. This council is composed of five (5) 
department chairpersons, media specialists, counselors, principal and 
assistant principal. 
7. The Title I teacher serves as the liaison person for the 
school and Title I. 
8. The social worker has the responsibility of keeping in contact 
with parents so that line of communication between school and home re¬ 
mains open. An active bi-monthly P.T.S.A. meeting foster this communi¬ 
cation. 
9. Teachers are held accountable for following outlined procedures 
in solving minor discipline problems. Serious problems are referred to 
the assistant principal, the administrative assistant or the principal. 
10. Repairs or equipment that would require custodial staff are re¬ 
quested in writing via job card, secretary or department chairperson. 
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Discussion 
There are comparisons to be made with the results of Hatcher’s 
study. There is much similiarity in her findings and mine. 
Hatcher Harris 
Informational Role 41/3 ~Wo 
Interpersonal Role 46,b 32% 
Decisional Role 13% 11% 
In both instances, the subroles of disseminator, figurehead and 
monitoring were most time-consuming and the subroles of resource allo¬ 
cator, liaison, negotiator and entrepreneur were least time-consuming. 
The difference in percents of time utilized to perform the Inter¬ 
personal, Informational and Decisional were attributable to: 
1. High school organization setting versus elementary school organi¬ 
zation. Population difference of staffs and students. 
2. High school ouarterly plan of operation. 
The principalship is a demanding position that carries with it many 
restraints. It is humanly impossible to manage a high school today with¬ 
out the assistance, cooperation and support of many other people. With¬ 
in the last two (2) years of a nine (9) year tenure as principal, I was 
trying to do many things that are now the responsibility of others. As 
a result of data gathered for this study and a key personnel change 
(assistant principal), I have revised my administrative time-management 
system and have delegated responsibilities to my assistant principal, staff 
members, students and parents. I have re-discovered that those persons 
designated to assume more responsibilities are displaying more interest 
^Hatcher, op. cit., p. 26, 
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and concern for additional assignments. 
As more tasks are shared and delegated, I am finding energy and 
time to complete several tasks that need immediate attention or were 
left undone. 
This study has enabled me to identify areas in management and super¬ 
vision that needed re-allocation of time. I am now utilizing a daily 
priority sheet. 
Rec otnmenda tions 
1. Continual administrative orientation should be afforded prin¬ 
cipals in the area of "time management." This could be implemented by 
the Board of Education as part of its staff development program. 
2. The writer must continue in his thrust to delegate more respon¬ 
sibilities, and use the assistance of others in disseminating materials, 
in order to minimize time devoted to these activities. 
3. This research should be reviewed by other high school princi¬ 
pals with expectations for future studies to be made by others, to make 
them cognizant of how their time is utilized. 
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on Activity Role Comments 
APPENDIX B 
WEEKLY/MONTHLY TIME TALLY MATRIX (SHEET) 
TIME 
INTERPERSONAL ROLES - A 
LEADER LIAISON FIGUREHEAD 
INFORMATIONAL ROLES - B DECISIONAL ROLES - C 
DISTURBANCE 
ALLOCATOR HANDLER NEGOTIATOR 
TIME 
SPENT 
ACTIVT MONITOR DISSEMINATOR SPOKESMAN 
APPENDIX C 
MONTHLY SUMMARY OF ACTIVITIES 
ROLES AND SUBROLES 
Month Activity Role-Subrole Month Activity Role-Subrole 
| 
APPENDIX D 
TASK PRIORITY SHEET 
Task to be Done Task to be Done Today 
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